NORTH CAROLINA ePROCUREMENT

NC eProcurement
Responding to a Sourcing Event

When a vendor learns of a bid opportunity with the State of North Carolina via an IPS posting, they can follow an
embedded URL link to a public posting summary on Ariba Discovery. Vendors with an Ariba Network account
can then respond to the Solicitation by accessing the ‘Sourcing Event,” which is an electronic collection of all the
requisite details provided by the State’s Sourcing Agent, and a template into which a vendor can respond with
information and attachments.

. Ariba Discovery Public Posting

IPS will direct vendors to the Public Posting for the ‘Sourcing Event’ on Ariba Discovery. Vendors do not need
an Ariba Network account to see this page.

1. The ‘Title’ of the Event will be listed in the top left of the Public Posting.

2. ‘State of North Carolina’ will display below that indicating that this Event is for a Solicitation from a State
Agency.

3. Bid Timing information will display below that, alerting the user to important timing specifications, such as
when bidding opens and closes.

Note: The actual time for the ‘Response Deadline’ may be different than what is listed on this page.
Ariba Discovery postings default to display times in the Pacific Time Zone on the due date, so they will
appear to close 3 hours before they actually do. Sourcing Agents are instructed to note the actual closing
time in the ‘Posting Summary’ field towards the bottom of this page, and it should be clear exactly what
that is once the user selects to Respond to this posting.

4. The ‘Public Posting’ field will list the URL for the page that is currently displayed.

5. ‘Product and Service Categories’ and ‘Ship-to or Service Locations’ are the values that will trigger a
Discovery User to see this posting in the ‘My Leads’ section of their Ariba Network homepage.

6. The ‘Posting Summary’ field will include a brief description by the State’s Sourcing Agent as to the
overall nature of the Solicitation, and this should match what was posted in IPS.

Note: As mentioned in Step 3, the Sourcing Agent should include a note here of what the actual due date
and time is for the solicitation.

7. If the vendor has questions for the State’s Sourcing Agent, they should NOT use the ‘Questions &
Answers’ section at the bottom of the page. Per the instructions in the Solicitation Document, questions
should be directed to the Sourcing Agent via the ‘Event Messages’ page within the Sourcing Event. This
can be accessed once the vendor clicks the ‘Respond to Posting’ button.

8. If the user decides they would like to respond to this solicitation request with a bid or proposal, they will
click the orange ‘Respond to Posting’ button. If they are already logged into their Ariba Network
account, they will be taken directly to the Sourcing Event. If they are not, they will be taken to the Login
page before being redirected to the Sourcing Event. If they do not have an Ariba Network account, they
can create one so that they will be able to respond to this Solicitation via the Sourcing Event. For more
information on creating an account, please see the ‘Accessing the Ariba Network’ Job Aid.
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| DISCOVERY TESTING 10132020 | <—

This is a public sector / buyer funded posting and you can respond for free (i

State of North Carolina 4

o
Response Deadline: 31 Dec 2020 8

‘50 PM PST

Respond to Posting

Add to Watchlist

Opportunity Amount:
Response Deadline:

Posting 1D:
Posting Type:

Product and Service Categories

Public Posting:

han $1000 USD
31 Dec 2020 B75®
900023%(Docl00823293)
Request for Information

http:fidiscovery.ariba.com/rfx'0020239

* Cleaning machines for seed or grain or dried leguminous vegetables

Posting Summarny
DISCOVERY TESTING 10132020 -

DO NOT RESPOND

Leave feedback

Sourcing Event ‘Title’ and Open

/ Bid timing information.

Mot Interested | Share n m

Click ‘Respond to Posting’ to
submit a bid to this Solicitation
via the Sourcing Event.

Ship-to or Service Locations

= Morth Carolina - United States

Summary of the Solicitation

WOTE: Actual Closing Time on 31 Dec 2020 is 1:30 PM EST

Questions & Answers

opportunity including a note on the
actual end time on the Bid due date.

The Sourcing Event Overview

Once the user clicks on ‘Respond to Posting,’ they will be directed to the Sourcing Event where they can review
the details of the Solicitation and provide a response to the Sourcing Agent for their consideration.

1.

4,
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The top of the Sourcing Event will display the event title and a countdown clock of the time remaining for
vendors to submit their bid. Despite what may have been listed (Pacific Time Zone) in the Ariba
Discovery Public Posting, the timing in the top right will be the official deadline, down to the second.

The left side of the screen will provide a ‘Checklist’ of the steps to be taken when responding to this
Solicitation. Users can ‘Review Event Details’ by clicking on the numbered ‘Event Content’ sections
below to change the view of what’s on their screen. A subsequent screen will show all of this information
in great detail all together.

The next step will be to ‘Review and Accept Prerequisites,’ which represents the bidder agreement,
and acceptance of these is required to submit a bid.

Additionally, the ‘Download Content’ button will allow the user to download Event information in a
detailed Excel document, as well as download any attachments the Sourcing Agent included in this
Event. The user can click ‘Decline to Respond’ if they do not wish to submit a bid for the Solicitation,
but do wish to let the Sourcing Agent know they saw the posting, and the ‘Print Event Information’
button will export Event information into a Word document.
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Event Details = Docl14057374 - Example Sourcing Event CI_) ;21?::;:%2-14-4&3

Event Messages " - et " P 3
s=ag Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate l‘t{he event

Download Tutorials Some prerequisites may require the owner of the event to review and accept your responses before you can continue with the event. If you decline

the terms of the prerequisites, you cannot view the event content or participate in this event.
Response Team

¥ Checklist Download Content l l Decline to Respond l l Print Event Infornation l

1. Review Event Details

Welcome to the State of North Carolina's Sodycing Tool (Section 1 of 7) Ngxt ®
2. Review and Accept e O
Prerequisites
1 Welcome to the State of North Carolina's Sourcing Yool viore +

3. Submit Response
P » Mext Section: Instjuctions on How

Fvent Overview and Tl cJick ‘Review Prerequisites’ to
accept the bidder agreement

¥ Event Contents

Owry Currengac LIS Dollac
All Content H
Event Ty, 2335322”?;%‘5 process of "1 Countdown clock
1 G 9 ' .woo{ indicating time remaining
conuzc recive of - fOF bids to be accepted.
Instructions on How

‘Checklist’ of steps to
take and Content Section.

Solicitation Pij
Documen...

5. After clicking ‘Review Prerequisites,’ the bidder agreement is displayed, and the user must accept the
terms to move forward with their bid.

Prerequisites Doc292268121 - Example Sourcing Event

Prerequisites must be completed prior to participation in the event.
¥ Checklist 3 ARG

1. Review Event Details

2. Review and Accept In consideration of the opportunity to participate in on-line events ('On-Line Events') held and conducted by the company sponsoring this Cn-Line Event ("Sponsor’) on the web site
Prerequisites (this 'Site’) hosted by Ariba, Inc. ('Site Owner’), your company (‘Participant’ or 'You') agrees to the following terms and conditions ('Bidder Agreement’)

1. Bids. If You are invited to participate in the On-Line Event, Sponsor reserves the right to amend, modify or withdraw this On-Line Event. Sponsor reserves the right to accept or
reject all or part of your proposal. Submission of a bid does not create a contract or any expectation by Participant of a future business relationship. Rather, by submitting a bid, you
are making a firm offer which Sponsor may accept to form a contract. subject to section 2 below. Sponsor is not liable for any costs incurred by Participant in the preparation,
presentation, or any other aspect of Participant's bid.

3. Submit Response

2. Price Quotes. Except to the extent Sponsor allows a non-binding bid, all Bids which Participant submits through the On-Line Events are legally valid quotations without
qualification, except for data entry errors.

3. Procedures and Rules. Participant further agrees to be bound by the procedures and rules established by the Site and Sponsor.

4. Confidentiality. Participant shall keep all user names and passwords, the On-Line Event content, other confidential materials provided by the Site and/or Sponsor, and all bids
provided by You or another participating organization in confidence and shall not disclose the foregeing to any third party.

5. Bids through Site only. Participant agrees to submit bids only through the on-line bidding mechanism supplied by the Site and not to submit bids via any other mechanism
including, but not limited to, post, courier, fax, E-mail, or orally unless specifically requested by Sponsor.

6. Ethical Conduct. All parties will prohibit unethical behavior and are expected to notify the Site Owner by contacting the appropriate project team if they witness practices that are
counter-productive to the fair operation of the On-Line Event. If Participant experiences any difficulties during a live On-Line Event, Participant must notify Site Gwner immediately.

7. Export Control. All parties who use this Site hosted by Ariba. Inc. agree to comply with all applicable export control and sanctions laws, including the laws of the US, EU and
Germany.

8. Survival. The terms and conditions of this Bidder Agreement shall survive completion of the Qn-Line Event.

waaw

BA V1.1 19Augls

Accept the bidder terms
'::' | accept the terms of this agreement. <+ d|5p|ayed above and CIICk ‘OK-’

© | do not accept the terms of this agreement.
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6. Once the terms have been accepted, the entirety of the Event content will display. This is where all
important information and instructions for vendors to consider when responding will be located.

7. The Sourcing Event content will be broken down into numbered sections, typically as follows:

1)

2)

3)

4)

Welcome to the State of North Carolina’s Sourcing Tool: A welcome message and outline of
the overall process for submitting a bid. No action is required in this section.

Instructions on How to Use the Sourcing Tool: Instructions, tips, and links to resources for
help in submitting a bid. No action is required in this section.

Note: Questions or issues related to using the Sourcing Tool can be directed to the North
Carolina eProcurement Help Desk at 888-211-7440, Option 2. Help Desk representatives are
available Monday through Friday from 7:30 AM ET to 5:00 PM ET.

Solicitation Document and Details: In this section vendors will find the ‘Solicitation
Document’ that includes the important, specific details about the Solicitation to which they will
respond with a bid. They can also find vendor instructions, general terms and conditions, and
any ‘Addenda’ to the Solicitation will also be posted here if necessary. This is the first section
that will have subsections.

Vendor Information: In this section vendors will provide their NC eVP ‘Customer Number.’
This is found by logging into eVP and going to the ‘Company Information’ section.

Addresses
Locations
Terms of Use

Summary

Registration Type

entered in Section 4.

Company Information

The ‘Customer Number’ to be

General Vendor Information \ v

Vendor Name Company Website
Sample Company

Dun and Bradstreet Number Customer Number
374999

11/23/2021

5)

6)

Pricing Submittal: Vendors will download an attachment, fill it out with their pricing information,
and reattach it for the Sourcing Agents to review. Less commonly, vendors may be asked to
enter their pricing information directly into the tool via a ‘Line Item Pricing’ field instead of via
attachment.

Vendor Response: This section contains several attachments for the vendor to download,
complete, and reattach, that the Sourcing Agent will consider along with the pricing submittal
when reviewing all responses. Most of these attachments are required to be returned in order to
submit the response.

Note: The exact content in each of these sections may differ based on the type of Solicitation
posted by the State’s Sourcing Agent. An IT Solicitation will be structured slightly different than
a Non-IT Solicitation, and the exact structure of a Solicitation for Goods (more attachments in
Section 6) will differ slightly from that of a Solicitation for Services. It is extremely important
that vendors responding to Solicitations pay close attention to the exact structure of that specific
Sourcing Event, as it could differ slightly from that in a separate Event to which they have
previously responded for the State.
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Console = D0c292268121 - Example Sourcing Event @ 13da‘ys ‘;2.51.04
Respons All Content B Aa
Response Team

v Checklist 1 Welcome to the State of North Carolina's Sourcing Tool ]

ome to the

nation on the solicitat;
submission to the State in Sections 4, 5 and 6

2 Instructions on How to Use the Sourcing Tool

solicitations, submit questions, develop responses, upload documents, and submit offers to the State, Vendors should go to the following site

| 3. Submit Response For training on how the Sourcing T

ht

Section 3 and those below it have
subsections that include information and
documents for the vendor to download to
get a full understanding of the type of bid
the State’s Sourcing Agent is looking for.
Sections 4 through 6 require vendors to
respond with information and attachments
that will make up its full bid response.

v Event Contents

nstructions on Ho: thelr respons

¥ 3 Solicitation Document and Details

2 [VENDOR QUESTIONS

submit any questions the;

ge. Written questions cc

lll.  Downloading Attachments

It will be important for vendors to download certain documents when composing their bids, the ‘Solicitation
Document’ being the most important of these.

1. Navigate to subsection 3.1 and click on the attached document highlighted by blue text, then click
‘Download this attachment’ in the subsequent popup menu. This should be the ‘Solicitation
Document’ that the Sourcing Agent has customized for this specific Solicitation. It will include
information and instructions about timing, Agency contacts, and many other important details. Keep this
for informational purposes and be sure to read it very carefully for any important instructions for
formulating a bid.

Response History All Content = A
Response Team q o

Name 1 - _ - In Section 3.1, click on and download the
¥ Checklist process and receive a "\e’j.-saae that 1"eirur'EsUZHSE was sugcaesfally submit attached document, Wthh Wl” be the Very‘

¥ 3 Solicitation Document and Details

important ‘Solicitation Document’ that will
Zaes| b€ customized for this specific Solicitation.

1. Review Event Details . . R
This section contains fails of the Solicitation, including details

he Solic ‘ocess and instructions on how to respond, and t
ew and Accept OU TATION DOCUMENT

sites

This document includes details on the intent, use, duration, and scope of the goods and / or services being
requested, inforgrerth frertioTTD ToTTCTYStY ']n: on how to respond, and the State's terms

and conditions. |3~ Completed Solicitation Document pdf Vv
3.2 VENDOR QUESTION

| 3. Submit Response

Vendor shall submit any questions they may have regarding this Solicitation or the Solicitation Process
via the Sourcing Tool's Event Messages page. Written questions concerning this Solicitation will be

¥ Event Contents
received until the date and time listed in Section 2.4 of this Solicitation Document. [l

References™
| All Content 3.3 ATTACHMENT B: INSTRUCTIONS TO VENDORS (4 Form_North-Carolina-Instructions-to-
Vendors_09.2021.pdf
1 Welcome to the 3.4 ATTACHMENT C: NC GENERAL TERMS AND CONDITIONS ‘:‘ Form_North-Carolina-General-
State Terms-and-Conditions_09.2021.pdf v
¥ 4 Vendor Identification Less... —
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2. Other subsections may have a ‘References’ section following their text. Vendors can find important
documents to download here, as well. A specific example of this is in subsection 5.1 in the below
screenshot which contains the ‘Pricing Submittal Workbook’ for the vendor to download, fill out, and
reattach.

3. Click on ‘References’ highlighted in blue text at the end of the subsection and select the specific
document to download. If there are multiple documents to download, the user may click ‘Download all
attachments.’

«

History All Content

v Checklist process at 8¢
except State ho

Click on ‘References’ and then click on
the specific document to be downloaded.

1. Review Event Details ¥ 5 Pricing Submittal

'7»’-‘,H'3t'.' A: PRICING SUBMITTAL

A: Pricing Submittal Workb
nstructions on the first work

V.6 Vendor Response Reference Documents

v Event Contents This section contains the information t
IFE Attachment A Pricing Submittal Workbook.xlsx I

Download all attachments
Solicitation DoCurens nr seciron vix; cunmprete; s, anu upwaa w secuon vl

All Content

| 6.1 SOLICITATION DOCUMENT

IV. Providing a Bid Response via Answers and Attachments

Beginning in Section 4, as the vendor scrolls down the Content section of the Sourcing Event, there will be fields
into which they can provide answers to questions or upload attachments. Answers in some of those fields will be
entered with free-text while the other sections will allow the vendor to upload those attachments. A red asterisk
(*) to the left of a field will indicate that an answer or attachment is required. If a vendor attempts to submit a bid
without having completed all required fields, the system will display an error message and direct the vendor to the
incomplete field(s).

1. Subsection 4.1 is the first field into which an answer can be provided. This is a free-text field and is
required, as designated by the red asterisk.

2. The vendor should type their eVP ‘Customer Number’ into this field.

Response History All Content =y
Response Team . .
Name 1 In free-text fields, type in an answer to
v Checklist condtens R0 pd provide the Sourcing Agent with information 5
R T ¢ tendoricenticsten for which they are asking. In this case it’s
eview Event Details : ')
This section requires Vendor to provide identifying information the Vendor S eVP ‘Customer Number.’

4.1 NORTH CAROLINA CUSTOMER NUMBER

2. Review and Accept
Prerequisites For internal State agency processing, please provide your company's NC electronic Vendor Portal (eVP) Customer Numbang
found at hitpsivendor.ncgov.comivendorflogin
*[ 12345
’ 3. Submit Response Vendors responding to this Solicitation are required to be registered in the North Carolina eProcurement System. If your company is not 1234
registered in the North Carolina eProcurement System, click on the Register now link at the bottom of the Login screen. Vendors may

contact the Merth Carolina eProcurement Help Desk for assistance in obtaining their Customer Number or completing the registration
process at 888-211-7440, Option 2. Help Desk representatives are available Monday through Friday from 7:30 AM EST to 5:00 PM EST

v Event Contents (except State holidays)

¥ 5 Pricing Submittal Less.. —

All Content
This section contains the pricing questions that the State is seeking responses from Vendors,
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3. Subsection is 5.1 is the next field that needs to be answered. After downloading the Pricing Template per
the instructions in Step 3 of the previous section, the vendor should fill it out with their pricing specifics
and attach it back to the response by clicking on ‘Attach a file.” On the subsequent ‘Add Attachment’
screen, browse and select the file to attach from their desktop, then click ‘OK.’

Response History All Content o
Response Team

Name 1
v Checklist ¥ 5 Pricing Submittal More... + o

5.1 ATTACHMENT A: PRICING SUBMITTAL

1. Review Event Details - .
Vendor shall download, complete, and upload the completed Attachment A: Pricing Submittal Workbook *Attach a file
Excel file that is available by clicking on References at the end of this item. Vendor shall follow the

2. Review and Accept instructions on the first worksheet of the Excel file, and complete the multiple worksheets in the Excel file.
Prerequisites References
¥ 6 Vendor Response More... +

3. Submit Response
6.1 SOLICITATION DOCUMENT

* Q- Returned Salicitation Document - NC Test.pdf \ Update file Delete file

Vendor shall download the Solicitation Document in Section 3.1, complete, sign, and upload to Section 6.1.

4. Once the file is attached, it will display by name where ‘Attach a file’ used to display. If the wrong file
was attached, click ‘Update a file’ to replace it, or click ‘Delete file’ to remove it.

Response Histary All Content

il
K

¥
Response Team
Name t .
v Checuior awaitanie vonasy | 1NE attached document will =
ESTte S:00 PMES[ o0y dlsplay by name
¥ 5 Pricing Submitt '
1. Review Event Details ricing Submitt
This section contains the pricing questions that the State is seeking responses frodzgendors.
2. Review 1 Accept
jree\quuia(;’tces g 5.1 ATTACHMENT A: PRICING SUBMITTAL
Vendeor shall download, complete, and upload
3. Submit Response the completed Attachment A: Pricing Submittal i
Workbook Excel file that is available by clicking * [B Attachment A Pricing Submittal Workbook.xlsx ~ [Update file Delete file
on References at the end of this item. Vendor
shall follow the instructions on the first worksheet
of the Excel file, and complete the multiple
¥ Event Contents worksheets in the Excel file. References™
1 ¥ & Vendor Response Less.. —

5. Section 6 provides several other subsections in which to return a completed attachment, most importantly
is subsection 6.1, where the vendor will return the completed Solicitation Document from subsection 3.1
that includes their signature. For most of these subsections, it will be required that an attachment is
returned, and solicitations for ‘Goods’ will have more subsections than those for ‘Services.’

Note: It is important to verify that all returned attachments contain the correct information and can be
opened by the Sourcing Agent. The file size limit is 200MB.

Console r Doc292268121 - Example Sourcing Event

Event Messages

Response History All Content CI'Ck ‘Attach a file, tO Se|eCt and
Response Team . .
; Name 1 attach the appropriate file for the

. LIAL 13 GVaNAIS Ly CUCRITE Ul RSISISHVSS aL IS S Ui s
w Checklist worksheet of the Excel file, and complete the multiple works

vernuur shaw oy

ets in the Excel file Sourcing Agent to consider

¥ 6 Vendor Response

1. Review Event Details
This section contains the information that the State is asking the Vendors to provide responses

2. Review and Accept 6.1 SOLICITATION DOCUMENT .
Prerequisites *Attach a file
Vendor shall download the Solicitation Document in Section 3.1, complete, sign, and upload to Section 6.1.
N 6.2 ATTACHMENT D: HISTORICALLY UNDERUTILIZED BUSINESS (HUB) SUPPLEMENTAL VENDOR INFORMATION
3. Submit Response

It is State policy to encourage and promote the use of small, minority, physically handicapped, and women
contractors in order to meet or exceed the State's goal of 10% utilization of diverse firms. Valid subcontractors along
with Tier 1 and 2 suppliers are included in this calculation. Vendor shall download, complete, and upload the

v Event Contents completed template by clicking on References at the end of this item References~~

6.3 ATTACHMENT E: CUSTOMER REFERENCE FORM

wAttach a file

*Attach a file
All Content Vendor shall download, complete, and upload the completed template by clicking on References at the end of this

item. [E References~~
6.4 ATTACHMENT F: LOCATION OF WORKERS UTILIZED BY VENDOR
Welcome to the

State wAttach a file
Vendor shall download, complete, and upload the completed template by clicking on References at the end of this

item, [B References
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V.  Submitting a Bid Response

1. When all questions have been answered and attachments have been uploaded, the vendor should
carefully review their answers for accuracy, scroll to the bottom of the screen, and click the ‘Submit
Entire Response’ button if they are ready to send their bid to the Sourcing Agent for consideration. If
there is still more work to be done and the bid is not ready to be submitted quite yet, the user can click
‘Save draft’ and return to complete the response portion at a later time.

Notes:

e |tis advised that bids responses be submitted 48 hours prior to the bid ‘Due Date’ time, and that
vendors open all attachments to check that they are accurate and readable before submitting.

e If a vendor needs to submit separate bid responses to the same Sourcing Event for multiple
subsidiaries (NOT alternative bids from the same vendor) to be evaluated separately against
each other, they should create separate Ariba Network accounts for each subsidiary. For more
information on creating accounts, please see the ‘Accessing the Ariba Network’ job aid.

All Content = <

' | When all information has e — T ST TSR, -
" - =iesil been entered and the bid is |77 ™
ready to be submitted, click
the ‘Submit Entire
Response’ button.

Submit Entire Response Save draft Compose Message Excel Import

2. If any required information is missing, an error notification will prevent submission and alert the user to
the specific issue that needs to be corrected. The vendor should fill those out and then click ‘Submit
Entire Response’ again.

Ari ba SOU rcin g (7) Therels 1 problem that requires completion of correction in order to complete your request. [Elos v State Suppiierv  elp Center

< Go back to NC eProcurement - TEST Dashipard Desfftop File Sync

Console = Doc292268121 - Example Sourcing Event @ Biéaz;;;glesaz

Event Messages
Response Histary All Content = v

Response Team
L 1

An error message at the top of the screen
1 Wlll alert the user to any requ"’ed f|e|ds that ‘d\\ill’;:\euL;Tn:‘,L:f.ﬁ[:Lﬁ:ép':zj,mm”gh + [3 Descriptive Literature - NC Test.pdf ~ Update file Delete file

:{ have not been completed. A second error  [*
| message and a red box will highlight that uired by the Solciation, Afternate responses must
3.

¥ Che:

smale response. Each alternate respanse must You need to provide an answer to Question 7, "Example

Speclflc fleld down the page. jar Ty d a compressed file {e.g. WinZip) with Additional Question’.

7 Example AGOIlonal QUestion

w Event Contents
’ (*) indicates a required field

All Content

T Submit Entire Response save draft | compose Message Excel Import
| Welcome 1 th L )

State...

3. Once a bid has been successfully submitted, a note at the top will read “You have submitted a response
for this event. Thank you for participating.” That and a visible ‘Revise/Alternative Response’ button will
confirm that your bid has been submitted. As well, users can click on ‘Response History’ in the top left
of the screen to see the exact timing of when bids were submitted and accepted.

11/23/2021 Responding to a Sourcing Event 8


https://eprocurement.nc.gov/training/vendor-training/accessing-ariba-network

NORTH CAROLINA ePROCUREMENT

Event Messages

You have submitted a response for this event. Thank you for participating.

\_—

TeTponse Team

w Checklist

ReviselAlternative Response

1. Review Event Details

All Content

2. Review and Accept

Name 1
Prerequisites

I S The bid submittal success notification at the top )
of the screen as well as the ‘Revise/Alternative [**™ -
¥ B EmE Response’ button will confirm that the bid has ropese!
| Al Gontert been successfully submitted. Clicking on Exemple Comany
—— ‘Response History’ will provide further specific 123 Main Street
! state details about when the bid was submitted. Johnny Vendor
Instructions an How

2

Compose Message

4. The ‘Response History’ page will display if the vendor clicks ‘Response History.’

Response History - Example Sourcing Event Details on the status, timing, and specific m
submitter of the response can be found
Click on the Mame of a response to see details, including the lots and informatior7 on the ‘Response History, page More
Reference Number Submitted For Submitted By Stans Submission Time Time Created }
ID35553406 State Supplier State Supplier Accepted 11/10/2020 03:48:06 PM 11/10/2020 03:48:07 PM

VI. Asking Questions viathe Message Board

Vendors may ask questions to the Sourcing Agent up until the deadline listed for a question and answer period in
the Solicitation Document. Per subsection 3.2, vendors are instructed to submit questions regarding the
Solicitation or Solicitation Process via the Sourcing Tool's ‘Event Messages’ page.

1. To submit a question to a Sourcing Agent, click the ‘Event Messages’ link in the top left of the screen, or
to create a message immediately, click the ‘Compose Message’ button at the bottom of the screen.

Event Messages

All Content

R se History

«

Response Team

Click on ‘Event Messages’ to go to the
‘Event Messages’ page or click on
‘Compose Message’ to go directly to
composing a new message.

¥ Checklist

registered in the
company is not registere
1. Review Event Details System, click on the Re,
screen. Vendors may col
Help Desk for assistance]
completing the registrati
Help Desk representatives are available Monday through Friday
from 7:30 AM EST to 5:00 PM EST (except State holidays)

2. Review and Accept
Prerequisites

I 3. Submit Response ¥ S5 Pricing Submittal More... |+

5.1 Pricing Submittal - Vendor shall download, complete, and

upload the completed Attachment A: Pricing Submittal Workbook
Excel file that is available by clicking on References at the end of
¥ Event Contents this item. Vendor shall follow the instructions on the first

I {*) indicates a required field

* @ Pricifg Submittal Workbook - COMPLETED.xlsx ' Update file Delste file

All Content

| Welcome to the Submit Entire Response [ Reload Last Bid ] [ Save draft ] [ Compose Message ] [ Excel Import

ot
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2. The ‘Event Messages’ page will display all outgoing and incoming messages relating to the Sourcing
Event. Some messages will be solely between the Sourcing Agent and the vendor, while other messages
from the Sourcing Agent will have gone to all vendors who have responded to the Event. Click on ‘Back
to Console’ to return to the Event overview or click ‘Compose Message’ to create and submit a question
to the Sourcing Agent.

3. The ‘Compose New Message’ page will display. The vendor must enter a descriptive ‘Subject’ (see
instructions provided in the Solicitation Document) and include a message to the Sourcing Agent. There
is also an option to click on ‘Attach a file’ and upload the any necessary files, then click ‘Send.’

Compose New Message m ‘ Cancel

From: NC Test Vendor (State Supplier)

To Project Team

Subject: IFB #292268121 - Example Question l \ Customize the ‘Subject’ and
the message body, attach
Attachments: <+ / g y

the any necessary
O T documents, and click ‘Send.’

|«

-
©
Q

The vendor can ask their question here.|

4. The outgoing message will display on the ‘Event Messages’ page with details including a time stamp.

Messages =
Id Reply Sent Sent Date | From Contact Name To Subject
MSG25798702.1 No 10/15/2021 09:51 AM  NC Test Vendor State Supplier Participants (1) Team (1) RE: IFB #292268121 - Example Question
MSG257987 Yes A paperclip icon will signify the |opcseurcingis IFB #292268121 - Example Question
MSG25798253 No message has an attachment. DPCSourcingls Question Regarding Doc292268121 - Example Sourcing Event
»
[ Compose Message | ‘ Download all attachments

5. If the Sourcing Agent replies, the message will display at the top of the ‘Event Messages’ page. Clicking
the radio button to the left of the message will reveal the ‘View’ and ‘Reply’ buttons. Clicking ‘View’ or
clicking on the message’s ‘Subject’ will display the message details.

Messages
Id Reply Sent Sent Date | From Contact Name To Subject
MSG25798702.1 No 10/15/2021 09:51 AM  NC Test Vendor State Supplier Participants (1) Team (1)| RE: IFB #292268121 - Example Question
% 1151 d li ici L i
MSG25798702 Yes /2021 09:50 AM  NC Test Vendor  State Supplier ~ DPCSourcing15 IFB #292268121 - Example Question
o MsG25798253 No 10/13/2021 12:42 PM  NC Test Vendor Se|ect|ng the radio button next 292268121 - Example Sourcing Event
to the new message will reveal »
£ H ] 3 t]
View Reply Compose Message ‘ ‘ Downld the VleW and R9P|y bUttonS-

Back to Console
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6. Message details include the previous message to which the Sourcing Agent replied. Click ‘Done’ to go
back to the ‘Event Messages’ page, or ‘Reply’ to respond to the Sourcing Agent.

View Message

d MSG25798702.2

Sent 10/15/2021 12:29 PM

Subject RE: IFB #292268121 - Example Question

From NC eProcurement - TEST (DPCSourcing15)

Project Team; NC Test Vendor(State Supplier); NC eProcurement - TEST(DPCSourcingl15)

Thank you for your question. | will follow up with more details soon.

Id: MSG25798702.1
Sent: 10/15/2021 09:51 AM

Here is an example of a question from a vendor?

Subject: RE: IFB #292268121 - Example Question

=Em -

The new message will display
above the previous message
to which the Sourcing Agent
responded.

VIl. Finding and Responding to an Addendum

If a Sourcing Agent needs to issue an Addendum to the original Sourcing Event, whether responding to vendor
guestions or for any other reason, they will fill out a document detailing the changes and post that document into
Section 3 of the Sourcing Event. They are also encouraged to notify any vendors who have already submitted a
bid response that an Addendum has been issued, and this notification should come via an ‘Event Message’ as
well as an email to the address on file for the responding vendor account.

If a vendor has not yet responded with a bid by the time an Addendum is posted, they should just take the
addendum into account when submitting their initial bid. If they have already responded and wish to revise their
bid based on new information, they can initiate an update by clicking the ‘Revise/Alternative Response’ button.

1. Vendors who have submitted a response should be notified anytime the Sourcing Event is updated via
the ‘Event Messages’ page. The message subject should indicate that the ‘Sourcing Event has
changed.” Vendors should also receive this message via email.

Messages

Id Reply Sent

Sent Date } From

Contact Name

To Subject

MSG3994353 No

11/10/2020 06:09 PM  NC eProcurement - TEST  SourcingTrainer03

State Supplier

Event Example Sourcing Event has changed.

M5G3991421.1 No

& MS5G3991421 No

A
MS5G3991417 Not Applicable
MSG3994299 Not Applicable

111072020 05:21 PM NC eProcurement - TEST

11/10/2020 05:12 PM  NC Test Vendor State Supplier

11/10/2020 03:48 PM  NC Test Vendor State Supplier

11/10/2020 11:04 AM  NC eProcurement - TEST  SourcingTrainer03

l

Compose Message l [

Download all attachments l

An ‘Event Message’ will notify any
vendors who have already
submitted a bid response that the
Sourcing Event has been updated.

SourcingTrainer03 Participants (1) Team (1) RE: Question Regarding TJHDS?BN - Example 5

le So

e Sou

parti
>

2. Clicking ‘View’ or on the message’s ‘Subject’ will provide more details about the change, in this case
indicating that a change has been made to the Sourcing Event. If viewing via email, the vendor can click
a hyperlink that will take them directly from the email to the Sourcing Event (Note: they’ll be directed to a

log in page first).

11/23/2021
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3. Sourcing Agents are advised to add an Addendum directly to Section 3. In most cases this should result
in an Addendum being attached to subsection 3.5 and continuing for every subsequent addendum (3.6,
3.7, etc). Vendors should locate the Addendum, download and read the attachment by clicking on the

blue text, an

d respond accordingly.

m A

Response History
Response Team

w Checklist
1. Review Event Details

2. Review and Accept
Prerequisites

. Submit Response

w

¥ Event Contents
| All Content

Welcome to the
State.

All Content

Name T

¥ 3 Solicitation Document and Details

Less.. —

This section contains the details of the Solicitation, including details on the intent, use, duration, and scope of ti
and instructions on how to respond, and the State's terms and conditions. Any issued Addenda to this Solicitatid

3.1 SOLICITATION DOCUMENT

This document includes details on the intent, use, duration, and scope of the goods and / or
services being requested, information on the solicitation process and instructions on how to
respond, and the State's terms and conditions. (& Completed Solicitation Document.pdf

3.2 VENDOR QUESTIONS

Vendor shall submit any questions they may have regarding this Solicitation or the
Solicitation Process via the Sourcing Tool's Event Messages page. Written questions
concerning this Solicitation will be received until the date and time listed in Section 2.4 of
this Solicitation Document. [E Referencesy

3.3 ATTACHMENT B: INSTRUCTIONS TO VENDORS [ Form_North-Carolina
Instructions-to-Vendors_09.2021.pdf

3.4 ATTACHMENT C: NC GENERAL TERMS AND CONDITIONS (% Form_North-
Carolina-General-Terms-and-Conditions_09.2021.pdf

3.5 Please see attached Addendum dncumenr[ﬁ.v Sourcing Event Addendum.doc v]

Locate the Addendum, download
and read the attachment, and take
the information under consideration
when formulating a bid response.

VIII.

Revising a Submitted Bid Response

Vendors can revise their submitted bid response as many times as necessary until the Event’s deadline for

accepting responses as indicated by the countdown clock in the top right of the screen.

1. Aslong as the Sourcing Agent is still accepting responses to their Solicitation in the Sourcing Event,
vendors can unlock a previously submitted bid response for revision by clicking the ‘Revise/Alternative

Response’ button at the top of the screen.

| 3. Submit Response

v Event Contents
| All Content

come to the

" N Time remaining
Console = D0c292268121 - Example Sourcing Event @ 12 days 23:00:43
You have submitted a response for this event. Thank you for participating
Revise/Alternative Response
All Content = v

1 Welcome to the State of North Carolina's Sourcing Tool
Welcome to the State of North Carolina’s Sourcing Tool, which s intended to streamline the solicitation process for both the State and vendors
solicitation i ound in Sectic
spond, and t tions. Viendors

rocurement process should be d
388-211-7440, Option 2. Help Dy

If the bidding period is still open according to the
countdown clock in the top right, vendors can click
the ‘Revise/Alternative Response’ button to unlock
a previously submitted bid response for editing.

2. Answer fields will be open for overwriting, and new attachments can be added.

Response History
Response Team

w Checklist

Submit Response

w Event Contents
I All Content

Welcome to the
1

All Content

Name 1
hips:iivendor.ncgov.com/vendor/ogin

& in the North
istered in the North
ink at the bottom of
ocurement
TEistration process
ble Maonday through

Previously entered
answers or attachments

can now be updated
and upload the complete:

Attachment A: Pricing Submittal Workbook Excel file that is available by clicking on
References at the end of this item. Vendor shall follow the instructions on the first
worksheet of the Excel file, and complete the multiple worksheets in the Excel file.

lidays

(*) indicates a required field

-

« [ Pricing Subminal Workbook - COMPLETED.xlsx “w Update file Delete f

ile

Excel Import

)

Reload Last Bid

savedraft | | |

Compose Message

) [

Submit Entire Response [

11/23/2021
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3. When all necessary changes have been made, click ‘Submit Entire Response’ to finalize and send the
updated bid response to the Sourcing Agent, or click ‘Reload Last Bid’ to erase any changes and revert
to the version on file before the edits were initiated.

Notes:
e [If arevision is initiated but never resubmitted, or time expires before the vendor is able to
resubmit, the last bid response on file will be the version evaluated by the Sourcing Agent.
e The revised submittal will be recorded on the ‘Event Messages’ and ‘Response History’ pages,
and the ‘Revise/Alternative Response’ button will once again be visible.

v Checklist
All Content =

«

1. Review Event Details o
For internal State agency processing, please provide your company's NC electronic Vendor

Review and Accept Portal (eVP) Customer Number, which can be found at https://vendor.ncgov.com/vendor/login

Prerequisites

N

Vendors responding to this Solici . ¢ - .
erocurement system. Ityour o] ClICK ‘Submit Entire
System, click on the Register nov

the North Carolina eProcuremen| - RESPONSE’ tO resubmit

or completing the registration prd K
available l(doirtiay thmugh[mdiy an updated bid response.

v Event Contents ¥ 5 Pricing Submi

w

Submit Response

5.1 ATTACHMENT A: PRICING SUBMITTAL
All Content
Vendor shall download, complete, and uplogd the completed Attachment A: Pricing Submittal

¢ * (@ Attachment A Pricing Submittal Workbook.xlsx \ Update file Delete file
Workbook Excel file that is available by cjiéking on References at the end of this item. Vendor

, Welcome to the
~ State (*) indicates Arequired field

Submit Entire Response | Reload Last Bid Save draft Compose Message Excel Import

Instructions on How

2

IX. Submitting Alternate Responses

Vendors can submit as many Alternate Responses as necessary. For example, maybe the pricing for a set of
items in one color is different than the pricing for those same items in another color, and they want the Sourcing
Agent to consider both bid responses. The vendor will submit a bid response for the first set of items in the
normal fashion, and then they will attach all bid response information for the second set of items in a compressed
file to the bottom of the same Sourcing Event. If a vendor needs to submit multiple Alternate Responses for the
same Sourcing Event (i.e., a minimum of three total responses), they will create subfolders for each Alternate
Response in one compressed file and submit them all together.

1. Vendors will find the ‘Alternate Response’ subsection at the end of Section 6 (the exact subsection
differs based on the type of Solicitation to which they are responding). It is important that all portions of
their primary response have been entered into the tool before proceeding.

2. Save the Alternate Response files, including a separate completed and signed Solicitation Document and
Pricing File for each Alternate Response, in a Compressed Folder. Be sure to name each file in the
folder so it can be clearly identified by the Sourcing Agent, and give the overall Compressed Folder a
name that indicates it contains documents pertaining to an Alternate Response.

Notes:

e For most MS Windows users, a quick way to save a document into a Compressed Folder is to
right-click on the document(s) needing to go into the folder, move the cursor down to ‘Send to,’
and select the option for ‘Compressed (zipped) folder,” at which point other documents can be
added, and the folder can be renamed.

e If avendor is submitting multiple Alternate Responses, the documents respective to each
Alternate Response should be saved in separate, clearly-named subfolders within the same
Compressed folder.

11/23/2021 Responding to a Sourcing Event 13



NORTH CAROLINA ePROCUREMENT

Extract Example Alternate Besnons — |
Home Share Wiew Compressed Folder Tools Save all important attachments for the
Sourcing Agent to review in
Compressed folders with names

Ll

Documents &= Pictures Solicitation Docs

MC Test Docs Training Access Accounts Mari Docs . N .
Email to PC Agency Setup dor Responseg Indlcatlng they represent the Alternate
Extract To Responses into a Compressed folder
with an equally descriptive name.
1 i » Example Alternate Response
L) Mame 2 Type Compressed size Password ...  Size

3 Quick access -

¢ Alternate Response 1 Compressed (zipped) Fol... TTEE Me
I Desktop - -

2 Alternate Response 2 Compressed (zipped) Fol.. T4KBE Mo

; Downloads

|| Docurments

3. Navigate back to the ‘Alternate Response’ subsection in Section 6 (in the screenshot below, it's
subsection 6.10, but this may differ based on the type of Solicitation to which the vendor is responding)
and click the ‘Attach a file’ link. Select the Compressed Folder with the Alternate Response attachments
from the desktop and click ‘OK.’

Response History All Content = v
Response Team
Name f
w Checklist documents required by the Salicitation, as applicable.
6.9 DESCRIPTIVE LITERATURE
1. Review Event Details Each bid shall be accompanied by descriptive literature, specifications, certifications, and all # (& Descriptive Literature - NC Test. pdf v Update file Delete file

other pertinent data necessary for a thorough evaluation of the items(s) bid and sufficient to
determine compliance of the item(s) with the specifications. Failure to include such information

2. Review .a\.wd Accept forjof the bid, at the discretion of the State.
Prerequisites 6.10 ALTERNATE RESPONSE

y Vendor may submit an alternate response oposes different options from those required
3. Submit Response . R
by the Sclicitation. Alternate responses must speci identify the Solicitation requirements Attach a fil
d advantage(s) addressed by the alternate response. alternate response must contain a Allach atie
completé Solicitation Document and Attachment™sgricing. Vendor may upload a
compressed file (e.g. WinZip) W re alternate responses is Solicitation by

¥ Event Contents selecting “Attach a file.” ] - -
(¥ indicates a required field On the ‘Submit Response’ section of the Sourcing
| All Content Event, find the ‘Alternate Response’ subsection
I | rewscsea | towards the bottom of Section 6 and click ‘Attach a file.’
. ;

State...

4. The Compressed Folder will now show as attached. If no other changes are necessary and all content
has been reviewed for accuracy, click the ‘Submit Entire Response’ button. Once the bidding ‘Due
Date’ arrives, the Sourcing Agent will be able to view the primary bid or proposal response along with any
Alternate Responses.

Response History All Content ==
Response T

When the Compressed File is attached, click the
v checkll ‘Submit Entire Response’ button to add the
Alternate Proposal/Bids to the primary bid.

1. Rey % (& Descriptive Literature - NC Test pdf \ Update file Delete file

determine compliance of the item(s) with the specifications. Failure to include such information
shall be a sufficient basis for rejection of the bid, at the discretion of the State.
6.10 ALTERNATE RESPONSE

2. Review and Accept
Prerequisites

Vendor may submit an alternate response that proposes different options from those required
by the Solicitation. Alternate responses must specifically identify the Solicitation requirements
and advantage(s) addressed by the alternate response. Each alternate response must contain a
completed and signed Solicitation Document and Attachment A: Pricing. Vendor may upload a
compressed file (e.g. WinZip) with one or more alternate responses to this Solicitation by
electing “Attach a file"

3. Submit Response
(& Alternative Responses.zip Vv Llpcate file Delete file

¥ Event Contents
(*) indicates a required field

| All Content
| Welcome to the | Submit Entire Response | Reload Last Bid ‘ | Save draft Compose Message J Excel Import
State...
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